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Classfern in 2 minutes: an overview

Lesson 01 - Getting started - Watch the video and take the quiz online: lessonplanner.info/training/0O1-overview/
Where to find it: lessonplanner.info — no account needed

What you'll learn
* What Classfern is and who it is for
+ Where your work is saved (no account needed) Classfernin

Which tool to start with: one lesson, or a whole year m

Where to get help, and what Classfern Pro adds

Lavwin plan ormat
Standred lesson plan (S

[: Free tools for teachers )

Step by step
start on the home page. GO to Iessonplanner.info. Eh—]lrv\ Lossonplanmaker  GetaTlP Templates Models Classicomioots UK (GGURB) -Snwe  # = Menu
There is no sign-up. What you make is saved in your Free Lesson Plan Maker
own browser, on the device you are using.
Plan one lesson or a whole year. Use the Lesson Plan e
Maker on the home page for a single lesson. Use the T T e

Year Planner (in Menu - Lesson plans) to plan a whole
year that fits your school's real term dates.

Grado Date Lengeh [minutes)

10/21/2026. o

Get a TIP for your class. Open Get a TIP, type what you i A
teach (for example “Year 4 maths”) and press Getm
( p . ) p . y Savoand shave @ﬂw Pritbiank tamplate | Bk Word tempite
TIP. The Teacher Information Pack shows the curriculum )
The home page, with the Lesson Plan Maker ready to
statements and exam facts. use

Use the classroom tools. Open Classroom tools for W o it e i (R ¢ QD) (25 (B) (=
timers, name pickers, groups, a visual timetable and the s CloearoarTogis
Class Screen - all made for the board. :

for the clas:

Find templates and report help. There are hundreds of
templates, trip risk assessments, exam course packs, an
education glossary and free report comments.

Get help when you need it. Every page has a Help link
and a Report a problem link at the bottom.

Classroom tools: everything for the board in one
place.

Tips

e Classfern Pro, the members' area, adds the School Report Writer, the teachers' forum, jobs and exchanges,
and no adverts. The free tools always stay free.

* Not sure where to start? The Lesson Plan Maker on the home page is the quickest win.

Try it
Open lessonplanner.info, type a made-up lesson title into the Lesson Plan Maker, and look for Saved in this
browser.

Check what you know

1. Do you need an account to use the free Classfern tools?
A Yes, a free account
B No, you can start straight away
C Only for printing
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2. Which tool plans a whole year that fits your school's term dates?
A The Year Planner
B The Class Screen
C The glossary

3. Where are the Help and Report a problem links?
A Only on the home page
B On every page

C Inside Classfern Pro only
(@o9yo 01 punos abed sy uinl) g€ -V Z- 91l :Slomsuy
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Find your way around Classfern

Lesson 02 - Getting started - Watch the video and take the quiz online:
lessonplanner.info/training/02-find-your-way-around/
Where to find it: Any page on lessonplanner.info

What you'll learn
e What is in the Menu at the top of every page

* The shortcuts to the most used tools Find your way
e How to switch on dark mode

e Where to find Help, privacy and Report a problem

Losson an format
Standard lessun plan (Ut

Lesson tiie

g, Finding the main

subject simp
Googie Dacs & POF

\' Getting started with Classfern )

Step by step

0 Open the Menu. Press Menu at the top of any page. ) oo EREEESS w2 i
Every tool is here: Lesson plans, Classroom tools, UK :
planning, Planners and printables, Teacher tools,
School trips and safety and Guides.

Use the shortcuts. The most used tools also have
shortcuts along the top: Lesson plan maker, Get a TIP,
Templates, Models, Classroom tools and UK.

Woed, Googie Docs & POF

Elem n plan

Switch on dark mode. Press the Dark mode button in the
header. Your choice is remembered in this browser.
Press it again to go back.

Teacher glanner (UK)

Printblanktempiate  Blank Werd template.

to do.

Look in the footer. At the bottom of every page you will
find Help, Report a problem, Privacy, Cookies and
storage, Terms and Contact.

Use a phone or tablet. Classfern works on smaller
screens too. The menu simply folds away - press Menu
to open it.

The footer: Help, Report a problem and the privacy
pages.

Tips
e A good place to start is the Lesson Plan Maker, right on the home page.
e Lost? Press Menu — everything lives there.

Try it
Open the Menu and find the Visual timetable and the Rubric Maker. Then switch dark mode on and off.

Check what you know

1. Where does every Classfern tool live?
A In the Menu at the top of the page
B In a separate app
C In your email
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2. You press Dark mode. What happens next time you visit in the same browser?
A It goes back to light
B Your choice is remembered
C You have to log in to keep it

3. What happens to the menu on a phone?
A It disappears completely
B It folds away

C The site does not work on phones
(@o9yo 01 punos abed ayruinl) g€ -9 - VL :Slomsuy
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No account needed: what saves where

Lesson 03 - Getting started - Watch the video and take the quiz online:
lessonplanner.info/training/03-what-saves-where/
Where to find it: Lesson Plan Maker - My plans

What you'll learn
e Where your work is saved, and why nothing is sent to

us No account
* Why your plans don't appear on another computer needed p '

e How to download a backup and restore it
e Where to see exactly what Classfern stores

Saved in this browser

( What saves where )

Step by step

Know where your work goes. Classfern saves your
work in your browser, on the device you are using, as
you type. Look for Saved in this browser. Nothing is sent
to us.

Remember the two catches. Your plans won't appear in
a different browser or on another computer. And if you
clear your browser's data, your work is deleted with it.

Download a backup. Now and then, open My plans and
press Download backup (.json). Keep the file on your
school drive or email it to yourself.

My plans: Download backup and Restore from

Restore on another computer. On the other computer, backup are at the bottom.

open My plans, choose Restore from backup and pick

your file.

See what is stored. The Cookies and storage page (link W onin: i S F s nnie 0 GER) (B (Wi
in the footer) lists exactly what Classfern keeps on your

Cookies and local storage
d evice a5t upsated: 21 October 2026
The shortversion
* Our " iytics. On the fr 3 ‘members who log
In to Classfern Pro get the login cookies listed below,
- Vourbrowsers och torage keeps your lsson plas, €lis s and oo 50y e
hare s v il v s o
 consent igssag use cooies I 156 I, he EU 30 Swizerand,

advertising cookies are only used f you agrae.
+ Change your choice at any time with Privacy and cookie ssttings at the botiom of every
page.

Coskles are small tex! files a website asks your rowser (o keep; ihey can be read again later,
sometimes by other companias. Local Starage is. 3 Similar Space in your Iowsar Where a website
saves information for tsaif. Unlike coskies, It is ot sent 10 the website's server,

The Cookies and storage page lists what is kept on
your device.

Tips

e Using a shared or school computer? Ask your IT team whether browser data is cleared at log-off - if it is,
back up before you leave.

e A backup is one small file. It is worth doing at the end of each week.

Try it
Make a test plan, download a backup, then open the site in a private window and restore the backup there.
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Check what you know

1. Where does Classfern save your lesson plans?
A On our server
B In your browser, on the device you are using
C In Google Drive

2. What happens to your plans if you clear your browser’s data?
A Nothing, they are safe
B They are deleted with it
C They move to another browser

3. How do you move your plans to another computer?
A Download backup in My plans, then Restore from backup on the other computer
B Log in on the other computer

C Email us and ask
(98yd 01 punos abed ayr uinl) Y €-9¢ - 91 :Slomsuy
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Plan a lesson with the Lesson Plan Maker

Lesson 04 - Planning - Watch the video and take the quiz online: lessonplanner.info/training/04-lesson-plan-maker/
Where to find it: lessonplanner.info — the Lesson Plan Maker is on the home page

Plan alesson

in 3 minutes

What you'll learn

e How to choose a lesson plan format (UK, EYFS, US, 5E
and more)

e How the timed sections add up as you plan

e How to see a finished example without losing your

UK lesson plan

& Your pldaa save mutomeBcaiy i s BEwaRt Y

Lessantitie

Fractions: equivatent fractions

Work sublect Year group | chass. .|
* How to download, print or copy your plan to Google
Docs \: Free Lesson Plan Maker_:_} R
Step by step
Choose a format. Open Lesson plan format and p|Ck [ cuevsern tomenim it GuaTE Tomghies Mot Cinsonvacis U6 (GRB) swe % e
one: UK lesson plan, an EYFS activity plan, a standard Free Lesson Plan Maker
US plan, or a model such as 5E, Madeline Hunter or

Understanding by Design.

Lessonpian farmat

UK lessen plan - Newplan  Filwthexampls  Myplans  Weskview

Fill in the boxes. Type the title, subject, year group, date e
and length of the lesson.

iy Norhing is 501 10 s o aryone e, Bon'tanter students’ porsanal detofs.

Veos group f class Date Lengeh [minutes)

Time each part. In the timed sections, give each part of o
the lesson its minutes. The total adds up underneath (for
example "Planned: 45 min of 50 min"), so you can see
straight away if you have planned too much.

s () () (D) GRS i ok tamats | Blank Word tempate

. . . The Lesson Plan Maker: choose a format, then fill in
Let it save itself. There is no Save button. Your plan the boxes.

saves itself in this browser as you type.

See a finished example. Press Fill with example. The O e TR o vt i ek Q) (8) (%) (S
example opens as a new plan, so your own work is kept Free Lesson Plan Maker )
safe. i ;,
Download, print or copy. Under Save and share, press tonpi e

. e 7 Pl .. e
Word (.docx), Print (or save a PDF), or Copy for Google B T
Docs and paste into a new document. s
Print a blank copy. Want a paper copy to fill in by hand? e G T

Press Print blank template.

MR 7riv bk tempote  Blank Werd tamplate

Fill with example opens a finished plan as a new plan.

Tips
* You can switch format at any time without losing what you have written.
e Keep pupils’ personal details out of lesson plans.

Try it
Plan a 50-minute lesson with three timed parts. Check the total, then press Copy for Google Docs and
paste it into a new document.

Check what you know

1. How do you save a plan in the Lesson Plan Maker?
A Press Save
B You don't need to — it saves itself as you type
C Email it to yourself
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2. What does Fill with example do to the plan you were working on?
A It replaces it
B Nothing - the example opens as a new plan
C It deletes it

3. You switch from the UK lesson plan to 5E. What happens to what you've written?
A ltis lost
B It stays
C It is printed

4. Which button gives you a paper copy to fill in by hand?
A Print blank template
B Copy for Google Docs
C Fill with example
(Mo9yo o1 punoltabed ayyuinl) VY -9€-92- 9L :Slomsuy
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My plans, Week view and plan backups

Lesson 05 - Planning - Watch the video and take the quiz online:
lessonplanner.info/training/05-my-plans-week-view/
Where to find it: Lesson Plan Maker - My plans and Week view

What you'll learn
e How to open, duplicate or delete a plan in My plans

» How to see a week of plans in Week view My plans and
e How to print a week or copy it to next week
e How to download a backup of every plan

T T T T
( Free Lesson Plan Maker ‘

Step by step
Open My plans. Press My plans. It lists every plan you
have made in this browser.

Open, duplicate or delete. Press Open to carry on with a
plan, Duplicate to reuse a lesson that went well, or
Delete to remove one you don't need.

See your week. Press Week view to see your plans on
their dates. Move between weeks with the arrows (Next
->).

Plan a new day. Press + Plan for this day to start a new

Downioad backup (jsen] | Restore from backup

plan on that date. My plans: Open, Duplicate and Delete for every plan.

Print or copy a week. Press Print week to print the
whole week in one go, or Copy week to next week as a
starting point.

Back up. In My plans, press Download backup (.json). It
saves every plan in one small file.

Week view shows a week of plans, with Plan for this
day under each date.

Tips
» Keep your backup on your school drive or email it to yourself.
e Pro members can also sync lesson plans to every device.

Try it
Duplicate one of your plans, move it to next Monday in Week view, then print the week.

Check what you know

1. A lesson went well and you want to reuse it. What do you press?
A Duplicate
B Delete
C Print blank template
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2. In Week view, how do you start a new plan on a particular date?
A Press Plan for this day
B Type the date in My plans
C You can't

3. What does Download backup save?
A Only the plan you have open
B Every plan, in one small file

C Your browser settings
(@29yo 01 punoJd abed sy uinl) g€ -V Z- VL :SIoamsuy
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Templates, lesson plan models and printable planners

Lesson 06 - Planning - Watch the video and take the quiz online:
lessonplanner.info/training/06-templates-models-planners/
Where to find it: Menu = Lesson plans = Lesson plan templates

What you'll learn

e Which template suits everyday planning

e Where the UK planning templates and lesson plan
models are

e How to type on a printable template and print or
download it

e What is in the teacher planner and the syllabus
template

Step by step

Pick an everyday template. Open Lesson plan
templates. Choose a daily, weekly, simple or blank
template, or one for primary, secondary or special
education.

Use the UK planning section. Teaching in the UK? Open
Menu - UK planning for the UK lesson plan, EYFS
planning, schemes of work, medium-term plans and
lesson observation forms.

Find a lesson plan model. If your school asks for a
model such as 5E or Understanding by Design, open
Lesson plan models. Each one has a short guide.

Type on screen, then print. Every printable template
works on screen. Click a box and type. It saves in this
browser. Press Print all pages or Word (.docx).

Use the teacher planner. The teacher planner has pages
for Term dates, Year at a glance, a Weekly grid, a To-do
list and Meeting notes.

College or university?. The syllabus template covers
course information, schedule, grading and policies.
Press Word (.docx) to download it.

Tips

Find the right
template!

\'\ Free lesson plan templates )

Elomantary lesson plan

semptat: Woed,
Losson plan iy

Goagle Docs, POF
kst ay doca, pasia

mwhammm?

ot
A gaua essan plan tempiate ks room far IN® objective, standas

nh—f-m Lossonplanmaker GetaTIP Tempistes Models Classoomioots UK (GHBH) -Shwe = Menu

Free Lesson Plan Templates

Newplan  Filwihexampls  Mypians  Weskview

S Brawser 60l NOTAg 1S 590110 US o1 anyons sise. Den'tanter StUants® parsonal detods.

Subjact Grade Date Longeh (mintee)

10/21/2028. o

Print bank tempiate  Blank Word template:

i kim0 i i o St S
g @ ﬂ m kil i)

Lesson plan templates: everyday templates, ready to
type on.

nchn]lm Lessonplanmaker  GetaTIP Templates Models Classomioots UK ((GetP) -snre B S Menu

Don't nter puplls personsi details

e e
mm et Liecn) B

Academic year and term dates

The UK teacher planner, with tabs for each section.

¢ Not sure which to use? Start with the simple or daily template.
e Your typing is saved in this browser, so you can come back to it later.

Try it
Open the weekly template, type next week's lessons into two boxes, then download it as Word.
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Check what you know

1. Your school asks for a 5E plan. Where do you look?
A Lesson plan models
B The glossary
C Classroom tools

2. How do you fill in a printable template?
A Print it first and write on it only
B Click a box and type
C Download a special app

3. Which template is for college or university courses?
A The syllabus template
B The EYFS template

C The sub binder
(¥08yd 01 punol ebed ayr uinl) Y €-9¢ -V L :Slomsuy
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Sub plans and cover work

Lesson 07 - Planning - Watch the video and take the quiz online:
lessonplanner.info/training/07-sub-plans-cover-work/
Where to find it: Menu = UK planning - Cover work (US: Sub plans)

What you'll learn
e How to fill in and print the cover work template
» How to start from a sample sub plan Cover work

e How to drop a no-prep art activity into the template
e Why pupils’ personal details stay out of cover work

Step by step
0 Open the cover work template. In the UK, open the 2

cover work template. (In the US, these are called sub
plans.)

e Type the essentials. Type the tasks, where the
resources are, and what pupils should hand in. Then
press Print or Word (.docx).

Se B Menu

& Type st esin ece. Don't enter pupils' personsi dotas.

m m s

Period f tme: Class | yoar group

TASK FOR PUPILS (STEP BY STEP)

The cover work template: type the tasks, then print or
download.

planmaker GetaTIP Templates Medwis Classrcomieols UK | GetPra. share  # = Menu

e Start from a sample. Look at the sample sub plans: a full Q o -
elementary day, a middle school science lesson and a b S P
high school English block. Press Edit this example to
start from one.

copy: a full elementary day, a middle school science
chedule, Press Edit this exampie 1o load
it

o Art lessons with no prep. For art, pick a no-prep activity
and press Use this activity. It drops into the template for

Three sample sub plans
you. ————
e Plan for the unexpected. There are Emergency sub T o T i iy 8 o Ty W05l e e

plans and a Substitute teacher binder too, for days you et

can't plan ahead. e —
Sample sub plans: press Edit this example to start

from one.
Tips
e Keep pupils’ personal details out of cover work. Leave support information through your school’s own
system.

e Keep an emergency plan in your desk for days you are off without warning.

Try it
Write cover work for one of your lessons: three tasks, where the books are, and what to hand in. Print it.

Check what you know

1. What are cover work plans called in the US?
A Sub plans
B Lesson notes
C Day plans
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2. What should you never put in cover work?
A Where the resources are
B Pupils’ personal details
C What to hand in

3. How do you start from one of the sample sub plans?
A Press Edit this example
B Copy it by hand
C Press Print
(@29yo 01 punoJd abed sy uinl) VY €-92- VL :SIoamsuy

Classfern - lessonplanner.info/training/ - free to print and share in your school Page 16



Classfern Teacher Training Handbook

Get a TIP: Teacher Information Packs

Lesson 08 - Planning - Watch the video and take the quiz online: lessonplanner.info/training/08-get-a-tip/
Where to find it: Get a TIP (shortcut along the top of every page)

What you'll learn
e How to find the pack for your year group or course

« What each pack shows GetaTIP
* How to tick the statements you've taught

e How to plan a lesson straight from the pack

arammes of stuty [GOVUK]

uences for KSZ (9o
adarmy - Eree, full lesson sequences for K52 (9

hort videos and quizzes by key 519ge and suDjet

\\ Teacher Information Packs ’I

Step by step

0 Type what you teach. Open Get a TIP. Type your year B o e [ e i e i () (B (2 (S
group or course (for example “Year 4 maths” or "KS3 Gota T fromiiis
science”) in What do you teach? and press Get my TIP. ATt

e Read the pack. Each pack shows what is taught, the key
vocabulary and the curriculum statements, with links to f""""“ =

the official documents.

What'sina TIP?

- Whatto teach: every statulory statement o standard for your year group of grade, grouped by unit or domain, with official codes
and links.
+ Statutory or not: England's ne

Statutory guidance s ciearly tanelled; LS pages say which states use the standards.
& . K52 SATs, the EYFS profile, GCSE and A level papers by board

Get a TIP: type what you teach and press Get my TIP.

e Tick what you've taught. Tick the statements you have @ e oseminm cnte s o ciones ve (SR o E =
taught. Your ticks are saved in this browser, so they're
there next time. o T P s e vy it i ser o

e Plan a lesson from the pack. Press Plan next to a
statement, or tick a few and press Plan a lesson from o o e
ticked. The Lesson Plan Maker opens with the FEEEE

statements, subject and year already filled in.  EEEEE—

e Print it. Press Print this pack to print it, ticks and all.
Clear ticks starts again.

Current. response o the 1 (Nov 2025} says a
revised national curriculum will be published by spring 2027 for first teaching from September 2024,

A pack for Year 4 maths, with statements to tick.

Tips
e There are packs for England, Scotland, Wales, Northern Ireland, the US and international courses.
e Use your ticks at the end of term to see what is still to teach.

Try it
Get the TIP for a class you teach, tick three statements, and press Plan a lesson from ticked.

Check what you know

1. Where are your ticks saved?
A In this browser
B On our server
C In your school’s system
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2. You tick a few statements and press Plan a lesson from ticked. What happens?
A The pack prints
B The Lesson Plan Maker opens with the statements, subject and year filled in
C The ticks are cleared

3. Which countries have packs?
A England only
B England, Scotland, Wales, Northern Ireland, the US and international courses

C The US only
(@o9yo 01 punos abed ayruinl) g€ -9 - VL :Slomsuy
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Year Planner 1: choose your course and dates

Lesson 09 - Planning - Watch the video and take the quiz online: lessonplanner.info/training/09-year-planner-setup/
Where to find it: Menu - Lesson plans = Year Planner

What you'll learn

e How to choose your course, including GCSE, A level
and AP

e Why you check every date against your school’'s
calendar

* How to set lesson length, lessons per day and a
two-week timetable

Plan a whole

year

e plan fessons are shown up 1o Fri 230ct 2026 (the |

whole year.

Print ang sport
Vear guorview  Lunsor
—_—

« What the free plan shows (Free Year Planner )
Step by step
Start planning. Open the Year Planner and press Start W orier imimirine s hrain ot e i Q) () (&) (e
planning.

ons for any subject, UK-or US, that fits yous school's real calendar -

1. Piek the course - country or nation, subject and yoar, grade or qualfication (including GCSE board and tier, A level, AP and state
courses).

2 [ for England, Wetes, Norihern ieland, Scotiand or the US and change it to
your school's term dates, holidays, INSET days, lessons per week and assessment weeks,

3. Got your year plan - every unit i a sensible order and every 185500 Galed, with abjectives inked 10 the curficulum, 3 starter,
teaching points, activities, practice, homework and an exit check.

Nout pian s kept i this browsac. Nover enter pupls®or siudents® names o personal dedals

Awhole year of lessons that fits your real calendar

Most schemes of work assume a perfect year, Yours has half terms, back holidays, INSET days,
he Year Pla class really has - from your term
s0 the important

mock weeks and trips. The Vs
aates

The Year Planner: three steps to a whole year.

Choose the course. Choose your Country or nation, the ) oo s st i Wk i o (I () (R (<
Subject, and the Year, course or qualification -
including GCSE boards and tiers, A levels, AP and US
state courses. Press Next: dates and timetable.

for any subject, UK ar US, hat fits nool's real calendar —

Check every date. We fill in a typical school year, Choose the course
worked out by rule. Check every date against your = o (it
school's own calendar. Change the First day and last

day, and add holidays, INSET days and trips.

Awhole year of lessons that fits your real calendar
Set your timetable. Set the Lesson length (minutes) and it e el el
how many lessons you have each day. On a two-week -
timetable, tick Two-week timetable (week A / week B)
and enter both weeks.

Add assessment weeks. Open Assessment and
revision weeks and add any mock or revision weeks.

Make your plan. Press Make my year plan. The free
plan shows the lessons for the first half term, and the
coverage check for the whole year.

Tips
e Have your school calendar open while you check the dates.
e Planning the whole year, saving and sharing are part of Classfern Pro.

Try it
Make a year plan for one of your classes, with your real first day and one INSET day.
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Check what you know

1. The Year Planner fills in a typical school year. What should you do?
A Trustitasitis
B Check every date against your school's own calendar
C Delete it

2. Your school runs a two-week timetable. What do you do?
A Tick the box and enter week A and week B
B Make two plans
C Itisn't possible

3. What does the free plan show?
A Nothing until you pay
B Lessons for the first half term, and the coverage check for the whole year

C Only the dates
(28yd 01 punolt abed ayr uinl) g€ -V Z - 9L :Slemsuy
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Year Planner 2: change, check coverage and export

Lesson 10 - Planning - Watch the video and take the quiz online:
lessonplanner.info/training/10-year-planner-coverage-export/
Where to find it: Year Planner - Your year plan

What you'll learn
e How to change units in the Year overview
* How to move, lock and add lessons Change, check __

e How the Coverage tab finds gaps before term starts and exp or'l:

e How to print and export your plan

[: Free Year Planner :}

Step by step
Change the units. On the Year overview tab, change how many lessons a unit gets, or move units up and
down. If you move a unit before one it builds on, you get a warning. Reset order and lengths puts it back.

Change any lesson. On the Lessons tab, drag lessons into a new order, lock a lesson to its date (Lock on
this date) for a trip or practical, make a different version, or press + Add my own lesson after this.

Maths practice questions. In a maths lesson, press Make practice questions (with answers).

Check coverage. Open the Coverage tab. It checks every curriculum statement for the year and shows
the date it is first taught. Anything Not scheduled shows in red, so you can fix it before term starts.

Print and export. Open Print and export: Print / PDF, Download CSV (a spreadsheet), Download iCal
(every lesson in your calendar) or Download Word file.

Tips
e Lock fixed dates (trips, practicals, mocks) before you move other lessons.
* Planning the whole year, saving and sharing are part of Classfern Pro.

Try it
Open the Coverage tab on your plan. Find one red row and move a lesson so it is covered.

Check what you know

1. On the Coverage tab, what does red mean?
A A statement that isn't scheduled
B A lesson that is finished
C A holiday

2. You have a trip on a fixed date. What can you do to that lesson?
A Lock it to its date
B Delete the year
C Nothing

3. What happens if you move a unit before one it builds on?
A You get a warning
B The plan is deleted

C Nothing
(@o8yd 01 punol sbed ayr uinl) Y € -V Z -V L :SIOMsSuy
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Trips: risk assessments and consent forms

Lesson 11 - Planning - Watch the video and take the quiz online:
lessonplanner.info/training/11-trips-risk-assessments/
Where to find it: Menu = School trips and safety - Risk assessments

What you'll learn

e How to choose the closest starter template

e How to edit hazards and controls and rate each risk Tl'ip I'iSk :

e How to find, duplicate and back up your risk assessments e
assessments

e How to download it and get it approved

Step by step
Choose a starter template. Open the Risk Assessment 2 (G ey Yoo s () (D (2) () (e
Maker and choose the Starter template closest to your Risk Asscesiarit TarplitsTor Sotiosle

visit: a day trip, residential, water, forest school, science,
PE, sports day and more.

a PDF or download Ward for your EVC or head to

Check every line. A template is only a starting point. s
Check every line against your own visit, your group and
your pupils' needs.

Edit hazards and rate risks. Edit the hazards and
controls, press + Add a hazard for your own, and rate

’ ° ) N o Fomm
each risk Before further action and After further action.

The Risk Assessment Maker with a starter template.
Add contacts by role. Press + Add a contact and add

emergency contacts by their role (for example “Trip
leader").

Reuse and back up. It saves in this browser. Find it
under My risk assessments, press Duplicate for a
similar trip, and download a backup.

Send it for approval. Download it as Word (.docx) or ) s i e e i et () G (50 (2 (=
PDF and send it to your EVC or head teacher to approve. 5&'@’"5,@, Hor and Consant Form

1 print s letes ' consent siip at the betom, plus 3
nts fillin their part by

Type the trip details once ar
fing for adu

one-page

<an anywhers. Don't enter puplls' personsl dotals.

School trip letter and consent form

Lowva
ot or voluntary contribution: Praass roply by:

ABOUT THE VISIT

The trip letter and consent form, ready for families.
Tips

» Always follow your school’s visits policy.
e There is a trip letter and consent form too, ready for families.

Try it
Start a risk assessment for a museum day trip. Add one hazard of your own and one contact by role.
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Check what you know

1. A starter templateis...
A Ready to use without changes
B Only a starting point — check every line
C Approved by the government

2. How should emergency contacts be added?
A By their role
B With home addresses
C With pupils’ names

3. Who should approve the finished risk assessment?
A Your EVC or head teacher, following your school’s visits policy
B Classfern
C The pupils
(¥08yd 01 punol ebed ayr uinl) Y €-V Z- g1 Slomsuy
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Name picker, groups and seating charts

Lesson 12 - Classroom tools - Watch the video and take the quiz online:
lessonplanner.info/training/12-name-picker-groups-seating/
Where to find it: Classroom tools - Random name picker

What you'll learn
* How to add a class list once and reuse it in every tool
» How the name picker keeps it fair Name plcker,

e How to make random groups
e How to shuffle a seating chart and keep pairs apart

.1"‘7_'\
\,\ Free classroom tools )

Step by step
Add your class once. Open the name picker and type (@ cisssern tomonpimmabar GataT Torgiates Moces Cissomtosis UK (BARE) - shwe 3 S Mens
your class, one name per line. Use first names only, or Rardom Mo Pkt
press Use numbers instead' Z?:?:i:r::;in:!..y Wi Tt repeets® awihthed ori pobody I plcked twice.unt)
Name each list. Press New list for each class and R S P SR
Rename it (for example “Year 5 Maple"). The same lists
work in every classroom tool. Ready?
Pick a name. Press Pick a name. With No repeats until
everyone is picked, nobody comes up twice until ""’“ ==l
everyone has had a turn. o

Example class © | Newlist  Rename  Deiete

Spin the wheel. Prefer a bit of drama? Spin the wheel
does the same job. Tick Remove the winner to take each
name out as it goes.

The random name picker, ready for the board.

Make random groups. In the group generator, choose
how many groups or how big they should be, and press
Make groups. Press it again for a new mix.

Shuffle a seating chart. In the seating chart maker, ) s i e i i GRS < W) () (3 (=
choose rows, pairs, group tables or a horseshoe, then ey
press Shuffle seats. Add pairs under Keep apart and the
shuffle keeps them away from each other.

@ Class kst and sasting chars stay i (s biowsar and are naves sant anywhiare. Use first names of numbers only.
Loyout Desks across Rows

Rows of single cios v | 6 s View from the back

nnnnn

The seating chart maker: choose a layout, then

shuffle.
Tips
e Use first names only, or numbers — never full names.
e Lists are saved in this browser, so set them up on the computer you teach from.
Try it
Add a class list with first names, then make four random groups and shuffle a seating chart with one pair
kept apart.

Classfern - lessonplanner.info/training/ - free to print and share in your school Page 24



Classfern Teacher Training Handbook

Check what you know

1. What names should you use in a class list?
A Full names and dates of birth
B First names only, or numbers
C Surnames only

2. When you press Pick a name, can the same pupil come up twice in a row?
A Yes, often
B No — nobody comes up twice until everyone has had a turn
C Only on Fridays

3. Two pupils must not sit together. What do you do?
A Add them as a pair to keep apart
B Leave them off the list

C Print two charts
(98yd 01 punos abed ayr uinl) Y €-9¢ - 91 :Slomsuy
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Timer, noise meter and the Class Screen

Lesson 13 - Classroom tools - Watch the video and take the quiz online:
lessonplanner.info/training/13-timer-noise-class-screen/
Where to find it: Classroom tools - Classroom timer, Noise meter, Class Screen

What you'll learn
e How to use the classroom timer and its display styles
+ What the noise meter measures, and what it doesn't Timer, noise

e How to put everything on one Class Screen
e Where to find quick brain breaks

Today:
1. Warm-up on your

whiteboard
5 Daar nanac 19-14

Step by step

Start a timer. Open the Classroom timer. Press a preset O ot i i e i GRS . Q) (5 (R (s
such as 5 min, then Start. Press +1min to add time. A :
gentle chime plays at the end.

Classroom Timer

i for the basrd. Tap a preset or type @ lime, prass Start, and 3 gentle

Choose a display. Show it as a ring, a bar or plain digits
(for example Bar and digits), and use full screen for the
board.

Use the noise meter. Open the Noise meter, press Start
listening and allow the microphone. Drag Too loud
above to set your level. It only measures the level on this

device — nothing is recorded or sent anywhere. o
The classroom timer, big and clear for the board.

Put it all on the Class Screen. Open the Class Screen.
Switch on what you need - timer, name picker, noise
meter, groups, clock and instructions — and type your
instructions.

Go full screen. Press Full screen, and you're ready to Wcensin. i s s ek s GRS (B (e
teach.

Take a brain break. When the class needs a pause, open
Brain breaks for a quick activity.

Today:

1. Warm-up on your

whiteboard

2. Read pages 12-14 ReadY?

3. Partner talk 6 of 16 sti 1o pick

The Class Screen: timer, instructions and name picker
on one screen.

Tips

e Set up the Class Screen before the lesson so it is ready with one click.
e The noise meter needs microphone permission in your browser.

Try it
Set up a Class Screen with a 10-minute timer and three instructions for your next lesson.

Classfern - lessonplanner.info/training/ - free to print and share in your school Page 26



Classfern Teacher Training Handbook

Check what you know

1. Does the noise meter record the class?
A Yes, and sends it to us
B No - it only measures the level on this device
C Only if you allow it

2. What is the Class Screen?
A A timer, name picker, noise meter, groups, a clock and instructions on one screen
B A screen saver
C A seating chart

3. How do you get the Class Screen ready to teach?
A Press Full screen
B Print it
C Login
(¥08yd 01 punol ebed ayr uinl) Y €-V Z- g1 Slomsuy
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Visual Timetable Maker

Lesson 14 - Classroom tools - Watch the video and take the quiz online:
lessonplanner.info/training/14-visual-timetable/
Where to find it: Menu = Classroom tools - Visual timetable

What you'll learn

e How to start from an example day or build your own

» How to show the timetable on the board and tick off Visual timetak
activities

* When to use Now and next
e The three ways to print it

Step by step

Start your day. Open the Visual Timetable Maker. Press
Example primary day, or build your own.

Add picture cards. Drag picture cards into your day, or
tap a card to add it to the end. Add times if you like.

Show it on the board. Press Show on board for a big,
clear timetable.

AR
B

Tick off each activity. As each activity finishes, press AR FES
Done, next, and it's ticked off. W+

Lunen ot Mussc n o

Keep it simple. For children who need it simpler, switch RIEAERE @l v T
to Now and next. The Visual Timetable Maker with the example primary
day.

o i® |
inf

Print it. Press Print and choose a Timetable strip,
Cut-out cards (to laminate) or a Now and next board.

Tips
e Laminate the cut-out cards and reuse them every day.
¢ Now and next works well for children who find a full day too much.

Try it
Build tomorrow morning as a visual timetable, then press Show on board and try Done, next.

Check what you know

1. How do you add a picture card to the day?
A Drag itin, or tap it to add it to the end
B Draw it by hand
C Email it

2. An activity has finished. What do you press?
A Done, next
B Delete
C Print

3. Which view is simpler for children who need it?
A Now and next
B Full week

C Spreadsheet
(@o8yd 01 punos sbed ayr uinl) Y €-VY Z -V L :SIOMSuy
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Reward charts, behaviour charts and certificates

Lesson 15 - Classroom tools - Watch the video and take the quiz online:
lessonplanner.info/training/15-reward-charts-certificates/
Where to find it: Menu - Classroom tools - Reward charts, Certificate maker

What you'll learn

e The three kinds of reward chart

e How to choose colours and print

e How to print certificates for the whole class at once

hine o vigu - aiso Nama pisker, Groups
aris: watch the |- miniss v ie

and certificates ..

e
charttyve )
e bahaviour chart | Wy Behaviour Chant

T  perarg,
First nami orvy; o e

Targets fong perine, up o 6
I

.1"‘7_'\
\,\ Free classroom tools )

Step by step
0 Choose a chart. Open the Reward Chart Maker. Under ) soris i e i i i ) O (5 (B) (s
Chart type, choose a Sticker chart (stars, hearts or

smiley faces), a Weekly behaviour chart with your own
targets, or a Whole-class reward chart.

Reward Chart Maker

Pick colours and print. Choose your colours and press 5 Emigyo i i ke s,

Print chart. T =
Keep names simple. Use first names only, or leave the S—

name blank and write it on after printing. b e e P

Stars v Teal v o

Make certificates. Open the certificate maker. Type the —

names — one certificate is made for every name, so the The Reward Chart Maker: choose a chart type, then

whole class is done at once. print.
Choose the award. Choose an award like Star of the sedesdedicidindid B8 ICOICICE
Week, or write your own. Press Print certificates. Award Cortificate Maker

nywere Use first names or numbers ocly,

The certificate maker prints one certificate per name.

Tips
e Weekly behaviour charts work best with one or two clear targets.
e Print certificates on card for a special finish.

Try it
Print a sticker chart with 10 spaces and one certificate with an award you write yourself.

Check what you know

1. What names should go on a printed chart?
A First names only, or leave it blank and write it on
B Full names and class
C None ever
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2. How many certificates does the certificate maker print?
A One at a time
B One for every name you type
C Ten

3. Can you write your own award?
A Yes
B No, only Star of the Week

C Only in Pro
(@29yo 01 punoJd abed sy uinl) VY €-92- VL :SIoamsuy
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Bell ringers and the times table test

Lesson 16 - Classroom tools - Watch the video and take the quiz online:
lessonplanner.info/training/16-bell-ringers-times-tables/
Where to find it: Menu = Teacher tools = Bell ringers, Times table test

What you'll learn

e How to put a bell ringer on the board

e How to print a week of prompts or add your own
e How to set up a times table test o
e How pupils practise the ones they missed S (ania) - scence (@secmisutes ) (BN

Timer

Moo tmer

\'\ Free teacher tools 1

Step by step
Pick a bell ringer. Bell ringers (do now activities) are ) ois i ek s i i ) (ES) (B (s
short warm-ups. Tick your Subjects and press Pick a Eéliiiéﬁg.:};;ndooNown i
bell ringer. It's on the board. ol il el

Time it and show the answer. Run a timer, and press

Show answer when you're ready. s -

Print a week or add your own. Press Print a week (5 TSRS —
prompts), or Add your own prompts.

Set up a times table test. Open the Times table test. Press Pick a bell ringer for a random warm-up.

Tick the Times tables, and choose the number of
questions and the time for each one - or pick the
practice that copies the Year 4 multiplication check.

Bell ringers: tick subjects and press Pick a bell ringer.

Pupils answer on screen. Press Start the test. Pupils W o s s B e Q) (5D (B (=
answer with the keypad and see their score straight T i Tt ot
away.

Ppaper test with ar

Practise the ones they missed. Press Practise these

B Wiorks in yo

again. You can also Print a paper test with answers. S——

w (@2« (@ex)(max ) (msx)(@mex ) (@7« ) (@ex ) (mox ) (@iox ) (@nx ) (@iax

ATZto12  Clear

Quastions “Tims par quostion Pauss betwean questions

25 « | Bseconds | 3seconds
m ik din SN o e

L how - Bl ringees, imes tables: watch the Y-inuste uideo « i¢o Timer, noise moter, Clas

The times table test: choose tables, questions and
time.

Tips
e Put a bell ringer on the board before pupils come in.
e Short, regular times table practice works better than long tests.

Try it
Pick a bell ringer for your next lesson, then try a 10-question times table test yourself.

Check what you know

1. What is a bell ringer?
A A short warm-up task for the start of the lesson
B An end-of-day alarm
C A behaviour chart
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2. Which test does the times table practice copy?
A The Year 4 multiplication check
B GCSE maths
C The SATs reading paper

3. When do pupils see their score?
A Straight away
B The next day

C Only the teacher sees it
(@29yo 01 punoJ abed sy uinl) V€.V Z -V L :Slomsuy
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Teacher helpers: objectives, success criteria, | can
statements and exit tickets

Lesson 17 - Classroom tools - Watch the video and take the quiz online:
lessonplanner.info/training/17-teacher-helpers/
Where to find it: Menu = Teacher tools

What you'll learn

e How to write an objective with a Bloom's level and verb
e How to turn steps into success criteria

e How to make child-friendly | can statements

e How to print exit tickets

Objectives and

exit tickets

s Hothing e 1D 1 sart sy
& Warks in your Do

(e (e (G (o =

\\ Free teacher helpers J

Step by step
Write a Iearning Objective. open the Learning l:l.-]-m Lossonplanmaker GataTlP Templstes Models Classroomioots UK (GHPH) -Shwe 3 = Menu
objectives writer. Qho.ose a Bloom's level, press Find a Learning Obljectives Writer
verb, type your objective and press Copy. B S s L
The learning objectives writer: level, verb, objective.
e Build success criteria. Open the Success criteria ) i i i . i i i Q) () (B (Wi
builder. Type your steps; it turns them into a checklist. Sicaees Cottoria Bilidar
Press Copy all or Print checklist. oo
e Make | can statements. Paste in objectives and the | can
statements tool gives you child-friendly versions. Press T

Print as a poster. e it B

o Print exit tickets. Open the Exit ticket maker, choose a
Ticket type (for example Muddiest point) and press
Print exit tickets.

Wt
&
We are learning to write & persuasive letter otk

The success criteria builder turns steps into a
checklist.

Tips
e These helpers don't use Al. They follow fixed patterns, and nothing you type leaves your browser.
e Paste the objective straight into your Lesson Plan Maker plan.

Try it
Write one objective for tomorrow's lesson, turn it into three success criteria, and print exit tickets for the
end.
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Check what you know

1. Do these helpers use Al?
A Yes
B No - they follow fixed patterns
C Only for objectives

2. What does the success criteria builder make?
A A checklist you can copy or print
B A seating chart
C A report

3. What can you print from the | can statements tool?
A A poster
B A certificate

C A timetable
(¥08yd 01 punol ebed ayr uinl) Y €-V Z- g1 Slomsuy
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Rubric Maker

Lesson 18 - Classroom tools - Watch the video and take the quiz online: lessonplanner.info/training/18-rubric-maker/
Where to find it: Menu - Teacher tools - Rubric Maker

What you'll learn

e How to start from a ready-made rubric or a blank grid
* How to change criteria, level names and points

e How to write descriptors pupils understand

e How to print, download or copy it to Google Docs

Make a rubric

in minutes

Level names and points

Criterion 1 Ides 8nd svidence

pts | Proficient 3 pis B

1t} proticians {31
F—

PR —
(s ronriant detalt.

\\ Free Rubric Maker ;

Step by step
Choose where to start. Open the Rubric Maker. Under B o e i s i e s () (B) (2 (S
Start from, choose Writing, Presentation, Project, Lab Rubric Maker

report, Peer review or Blank.

Change the criteria. Edit any criterion, or press Add a
criterion to add your own.

Set levels and points. Open Level nhames and points to

Level names and points

set the names (for example Exemplary, Proficient) and comay |4 e 3 o |2 pslowmm s
the points for each. T

Exampiary f4) proticient 3) Devsioping (2} Baginning 1)

Write clear descriptors. Write each descriptor in words

your pupils will understand. The Rubric Maker: criteria down the side, levels

Print, download or copy. Press Print rubric, Word across the top.
(.docx), or Copy as table to paste it straight into Google
Docs.

Tips
e Share the rubric with pupils before they start the task.
» Four levels and four criteria is usually plenty.

Try it
Make a rubric for your next piece of writing with three criteria, then copy it into a Google Doc.

Check what you know

1. Which ready-made rubrics can you start from?
A Writing, presentation, project, lab report or peer review
B Only writing
C None - you always start blank

2. How should you write each descriptor?
A In words your pupils will understand
B In exam-board language only
C As a number

3. How do you get your rubric into Google Docs?
A Copy it as a table and paste it in
B Email it to Google

C You can't
(o8yd 01 punol sbed ayr uinl) Y €.V Z -V L SIOMSuUy
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Free report comments and parent-teacher conference
comments

Lesson 19 - Assessment and reports - Watch the video and take the quiz online:
lessonplanner.info/training/19-free-report-comments/
Where to find it: Menu - Teacher tools - School report comments

What you'll learn

e How to find comments by year group and subject

* How to make a comment personal

* How the comment generator works

* Where the report template and conference comments

Freereport

comments|

fident in persond!, soclal and emational
{1 an adult wiven she needs hElp

[Name] is bacoming more o
yake turns. The next Laiget i 1o tel

me} has been g haid in physical deveiopmeat. They ara
oy @
fH4ame} has bieen working hard in piyeical develoR t. They

jats and 2
srength, Next, we would love them 10 practise doing Up COAS 3

N ——
o oo T By oot e 515
Step by step
o Find a comment. Open School report comments. @ oot s o o ot s X @) Bee &
Browse by year group and subject, from EYFS upwards, e
and copy a comment. s o o i g ey

e Make it personal. Change the comment to fit the pupil.
One personal detail makes all the difference.

Writing school reports well

+ Lead with what the pupll can do, schoo: # tanguage (for examp . expected standard
or greater ceptr).
+ Give one or two clear next steps and a way parents can heip
» Keep personal details and sensitive information out of reports.
EYFS report comments

Communication and language

School report comments, grouped by year group and

subject.
e Try the comment generator. Open the Report card PRSI onen T M vt (G (1) (2 (M
comment generator and press Start the demo. It writes Srator
a whole report for a made-up pupil. Change the Tone
and Length, and press Write it again for new wording. ol e
e Use the free report template. The school report Trythetreedema
template lets you type on screen, print, or Download | el .
Word (.docx).
e Parents’ evenings. The conference comments go from e
opening the meeting to next steps at home, with a form S e SR
to Print.

The comment generator: try it with a made-up pupil.

Tips
e Keep personal details and sensitive information out of reports.
e The School Report Writer in Classfern Pro writes the whole class’s reports from your marks and notes.

Try it
Find a comment for a subject you teach and rewrite it with one personal detail about a made-up pupil.

Check what you know

1. What makes a copied comment better?
A Adding one personal detail about the pupil
B Making it longer
C Using capitals
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2. Who does the comment generator write about?
A A made-up pupil, so you can see how it works
B Your real class
C Nobody

3. How do you get new wording from the generator?
A Press Write it again
B Reload the site
C Change your browser
(>|oaq0 0] punol abed 24l um1) VE-VC- VI Slamsuy
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Report Writer 1: set up your class

Lesson 20 - Assessment and reports - Watch the video and take the quiz online:
lessonplanner.info/training/20-report-writer-setup/
Where to find it: Classfern Pro = School Report Writer

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn

e Where your Report Writer data is kept

* How to set up a class and choose a report style
* How to add subjects with their own grading

¢ The safest way to add pupils

Step by step

0 Know where data is kept. Everything you put in the o
Report Writer stays in your browser, on your device. It is
never sent to us.

Create your class. Try it with Try it with a sample class
(made-up pupils), or press Create my first class.

See what'

Add class details. On the Classes tab, give the Class
name, Year group / grade, School year and Terms /

grading periods, then choose a Report style (EYFS, KS1 e o [ N e
and KS2, secondary, GCSE or US report cards). posn " pon
Add subjects and grading. Press Add subject. Each The School Report Writer.

subject can have its own grading: working towards /
expected / greater depth, marks out of a total, GCSE 9-1,
US letter grades or your own scale.

Add pupils safely. On the Pupils tab, type a number or
code (for example “07") and press Add pupil. First
names are fine if your school allows. If you type a full
name, it warns you. You can Import a list and set the
Pronoun for comments.

e Add school details. Under School details, add the
School hame and the Teacher name on reports.

Tips
e A number or code for each pupil is the safest choice.
¢ Read the pupil data golden rules (lesson 35) before you start.

Try it
Create a practice class with two subjects and three pupils added by number.

Check what you know

1. Where is everything you put in the Report Writer kept?
A In your browser, on your device
B On our server
C In your school’s MIS
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2. What is the safest way to name pupils?
A A number or code, like 07
B Full name and date of birth
C Surname only

3. Can each subject have its own grading?
A Yes
B No, one scale for all
C Only GCSE grades
()|39L10 0] punol abed 24l um1) VE-VC- VI Slamsuy
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Report Writer 2: marks, notes and At a glance

Lesson 21 - Assessment and reports - Watch the video and take the quiz online:
lessonplanner.info/training/21-report-writer-marks-notes/
Where to find it: School Report Writer = Marks, Notes, At a glance, Progress

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn
* How to add an assessment and type in results
+ How to add a daily note in seconds Marks, notes

e What At a glance suggests, and why you decide
* What the Progress tab shows

Step by step
Practise with the sample class. Press Add the sample st
class (made-up pupils). Every pupil in it is made up. ]

Use the mark book. On the Marks tab, press Add an
assessment, then type in each pupil's result. You can
record Target and Effort too.

o7 P2

Add a daily note. On the Notes tab, tap a pupil, tap a tag
like Great effort or Homework missing, add a few words
if you want, and press Save note.

Check At a glance. The At a glance screen suggests
who might welcome a check-in, based on marks, At a glance: suggestions with every reason written
targets, attendance, homework and your notes. Every out.

reason is written out. Press Open record to see more.

See progress. The Progress tab shows how each pupil
is doing through the year, subject by subject.

Tips

e Notes are for learning only. Safeguarding concerns never go here —report them through your school straight
away.

e At a glance only makes suggestions. You know your class, and you decide.

Try it
In the sample class, add an assessment, enter three marks and save one daily note.

Check what you know

1. Where do safeguarding concerns go?
A In a daily note
B Through your school straight away — never in the notes
C In the report

2. At a glance suggests a pupil might welcome a check-in. What is it?
A A suggestion — you know your class and you decide
B A diagnosis
C An automatic email to parents
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3. Which tab is your mark book?
A Marks
B Write
C Backup

(»28y2 01 punos ebed syl uinl) V€ -V Z - gL SIamsuy
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Homework checklists

Lesson 22 - Assessment and reports - Watch the video and take the quiz online:
lessonplanner.info/training/22-homework-checklists/
Where to find it: School Report Writer - Homework

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn
¢ How to set homework with dates and marks

» How to tick it off, or mark the whole class at once Homework

¢ What “not recorded” means checklists

¢ How to send homework from the Year Planner and
export the record

D —
(_Classfern Pro )

Step by step

Set the homework. On the Homework tab, fill in Title, Subject, Set and Due dates, and Marks out of
(optional). Press Add homework.

Tick it off. Mark each pupil: handed in (v), late (L), missing (x) or excused (E). If everyone has done it,
press All handed in.

Understand “not recorded”. Homework nobody has ticked yet counts as not recorded, never as missing.

Look at each record. Each pupil's record shows Completed, Late, Missing and the Trend. Reports can
show homework completed as a percentage, if you want.

Import from the Year Planner. Pro members can press Import from the Year Planner, so there is nothing
to type twice.

Download or print. Press Download homework (CSV) for a spreadsheet, or Print homework record.

Tips
e Tick homework in the lesson it is due — it takes seconds.
e A downloaded spreadsheet is not encrypted, so store it carefully.

Try it
In the sample class, set one piece of homework and mark the whole class with All handed in.

Check what you know

1. Homework nobody has ticked yet counts as...
A Missing
B Not recorded
C Late

2. Everyone handed it in. What's the quickest way to record it?
A One press marks the whole class
B Tick each pupil
C Email the class

3. How can you get the record out of the Report Writer?
A Download it as a spreadsheet, or print it
B Only by screenshot

C You can't
(@08yd 01 punol ebed ayr uinl) Y € -V Z- g1 Slomsuy
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Report Writer 3: write the reports

Lesson 23 - Assessment and reports - Watch the video and take the quiz online:
lessonplanner.info/training/23-report-writer-writing/
Where to find it: School Report Writer - Reports

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn

e How to write reports for the whole class

e How to change the tone, length and wording

e What each report status means

e How the name key puts names on printouts only

Step by step
Write the whole class. On the Reports tab, press Write s
reports for the whole class. Each report gets its '

statistics (attendance, results, homework) and a
comment for each subject.

Change the wording. Choose the Tone (Warm, Formal,
Concise) and Length, and press Write again for different
wording.

Write the personal comment. The personal comment is
the part only you can write. Stuck? Press Suggest an
opening line.

A finished report, written from the marks and notes.
Track each report. Each report has a status: Needs

teacher comment, Ready, With head teacher or
Finished. Press Mark as ready when it is done.

Print or download. Press Print / PDF all reports, Word
(.docx), all reports, or Copy text.

Names on printouts only. Used numbers instead of
names? Press Load hame key (.csv) when you print.
Names appear on the printout only and are forgotten
when you leave (or press Forget names now).

Tips
e Read every report before it goes home.
e Keep your name key file somewhere safe, such as your school drive.

Try it
In the sample class, write the reports, change one to the Concise tone, and add a personal comment.

Check what you know

1. Which part of the report is always yours to write?
A The personal comment
B The attendance figure
C The school name
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2. You used numbers instead of names. How do names appear on the printout?
A Load your name key file when you print
B Type them into every report
C They can't

3. How do you get different wording for a comment?
A Press Write again
B Delete the class
C Start a new year
()|39L10 0] punol abed 24l um1) VE-VC- VI Slamsuy
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Send reports to your head teacher for review

Lesson 24 - Assessment and reports - Watch the video and take the quiz online:
lessonplanner.info/training/24-head-teacher-review/
Where to find it: School Report Writer - Reports - Make review pack

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn
* How to make an encrypted review pack
« How to share the passphrase safely Head teacher _
e How your head reviews it (no account needed)
e How to import the return file

Step by step

Mark reports as ready. Mark the reports your head
should read as Ready.

Make an encrypted review pack. Press Make review
pack and type a passphrase twice. The pack holds just
the reports, unless you choose more under Put in the
pack.

e Send the file and the passphrase separately. Email the
.cfreview file from your school email. Tell your head the
passphrase in person or by phone — never in the same
email. -

. . The free review page your head teacher uses.
0 Your head reviews it. Your head opens the free review

page, chooses the Review pack (.cfreview), types the
Passphrase from the teacher and presses Open the
reports. No account is needed. They mark each report
Approved or Please change, add comments, and press
Download return file.

e Import the return file. On the Reports tab, press Import
the head teacher’s return file. Approved reports become
Finished, and any changes appear on each report.

Tips
¢ Only someone with the passphrase can open the pack.
¢ Choose a passphrase that is long but easy to say out loud.

Try it
Make a review pack from the sample class, then open it yourself on the review page.

Check what you know

1. How should you give your head the passphrase?
A In the same email as the pack
B In person or by phone — never in the same email
C On a sticky note on the pack
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2. Does your head teacher need an account to review?
A Yes
B No - they use the free review page
C Only a Pro account

3. What happens to Approved reports when you import the return file?
A They become Finished
B They are deleted

C Nothing
(@o0yo 01 punos abed sy uinl) VY €-92- 9L :Slomsuy
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The School dashboard for head teachers

Lesson 25 - Assessment and reports - Watch the video and take the quiz online:
lessonplanner.info/training/25-school-dashboard/
Where to find it: School Report Writer = School dashboard (head teacher seat)

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn
e What the School dashboard shows
* How to drill down from year groups to classes and The SChOOI
upils
pup dashboard

* How teachers send encrypted class packs
e How small groups and logging protect pupils

T D T T
\,\ Classfern Pro for schools },I‘

Step by step

Try the sample school. Open the School dashboard and ) it e i s ek it () (22 i E

press Explore with a made-up sample school. School Report Writer

See the school at a glance. The Overview shows
learning curves term by term, how many pupils may
need support, report progress and homework
completed.

See what'

Drill down. Open Year groups, then a class, then a pupil.

Reports finished: 0 of 30 - Ready;
Show

Puplls

Check who may need support. The Support list shows
who the teachers’ At a glance suggestions have flagged, ., ll@ ey
and why. Teacher support is about workload, never The School dashboard for head teachers.
rankings.

PO3Ex

Computing

Teachers send encrypted packs. Each teacher opens
the School dashboard tab and presses Make school
dashboard pack, then sends it through school email or
the shared drive. Daily notes and report text are never
included.

e Import the packs. Open Classes and packs - Import
class packs.

Tips
e Pupil records never leave school.
¢ In exports, small groups show as “fewer than 5", and every view is logged (see Who viewed what).

Try it
Explore the sample school and drill down from a year group to one class.

Check what you know

1. How does class data reach the School dashboard?
A Each teacher sends an encrypted class pack, and the head imports it
B It uploads automatically to our server
C Pupils type itin
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2. Which of these is never included in a class pack?
A Daily notes and report text
B Homework completion
C Term-by-term results

3. In exports, how are small groups shown?
A As fewer than five
B With names
C They are hidden completely
(@29yo 01 punoJ abed sy uinl) V€.V Z -V L :Slomsuy
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Exam course packs: GCSE, A level and AP

Lesson 26 - Curriculum and exams - Watch the video and take the quiz online:
lessonplanner.info/training/26-exam-course-packs/
Where to find it: Get a TIP - GCSE, A level or AP packs

What you'll learn
e Which exam boards have packs

¢ What each pack shows
e Where the AP exam dates are
e Why you always check dates with the board

e ey
[\ GCSE, A level and AP ’]

Step by step

Find your course. Open Get a TIP and choose GCSE B o e [ e i e i () (B (2 (S
exam structure (Years 10 and 11) or A levels and Level 3 gepoeseo-ne

hysics A (Gateway Science) (J249)
(Years 12 and 13). Packs cover AQA, Edexcel, OCR, =

R GC:

WJEC, CCEA and SQA. -

Read the papers and weightings. Each pack shows - T
Papers and weightings and the Key dates for the next ey s e

exam series. i i o £ ot Eo i (B

Follow the official links. Use the links to the oo - -
specification, past papers and grade boundaries. They st e &

T3 01t G HGIRG: EGMINgS o SNa1es of e whol GESE. SUTSIES a1 n our owi Wward

go to the board’'s own site. i e
A GCSE pack: papers, weightings and key dates.

AP exams in the US. The college-level exams pack lists ) e i (G e v e Q) (50 (R (=
the AP exam dates for 2027, with the exam formats. APS Exame: 2027 Dates and Facts foe Teachers
Plan the whole course. The Year Planner can plan a

Luarm bow =

whole exam course for you.

15 {top 15 by 2025 exam takers) May 3-7 and May 10-14, 2027 20 Octoner 2026

2027 exam dates

eam Date 2027) san ‘Stugents in May 2025
ioa Bam local 0298

s18738

M8

anser

swem

Tzpm losal 334088
T2 pm local w232
Bam local 205801
Mancay, May 3, 2027 Bam local 282,781
Tunsitay, May 11, 2027 12 pm.tocal 26870

AP exams: 2027 dates and formats.

Tips
e Dates can change. Always check the exam board or College Board before you plan around a date.

Try it
Open the pack for an exam course you teach and note the date of the first paper.

Check what you know

1. Where do the links to past papers and grade boundaries go?
A To the exam board'’s own site
B To a Classfern copy
C Nowhere
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2. Exam dates can change. What should you do?
A Check the exam board or College Board before you plan around a date
B Ignore it
C Email Classfern

3. Which tool can plan a whole exam course for you?
A The Year Planner
B The noise meter

C The glossary
(@29yo 01 punoJ abed sy uinl) V€.V Z -V L :Slomsuy
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The education glossary and teacher guidance

Lesson 27 - Curriculum and exams - Watch the video and take the quiz online:
lessonplanner.info/training/27-glossary-teacher-guidance/
Where to find it: Menu = Guides - Education glossary

What you'll learn

e How to look up a term or browse Ato Z

» How UK and US meanings are both explained Education - ‘
» Where the UK guidance summaries are m Ffff"f’?'?emmumﬂgsﬁﬂ

e Why you always read the official document

(11,250 UK and US terms )

Step by step

0 Look up a term. Open the Education glossary. Start with B o e i s i e s () (B) (2 (S
the Terms teachers look up most, or Browse A-Z.

e Compare UK and US meanings. Over 1,200 UK and US o s
terms are explained in plain English. Where a word OnUGHGONNENDO0CENORo000aE
means something different in the UK and the US, both TP e S
are eXplained. SEND - EHCP - SENCO - DSL - INSET - Ofstied 1EB - SO plan GPA + OTS - Bl prermiam
Browse A-Z

n 25t

The education glossary: UK and US terms A-Z.

Read the guidance summaries. UK teachers can open @ ot tosnsinmne s Tongsos oo Cusmoniots x (BHER) o = e
Teacher guidance for plain-English summaries of key Thacher guilance: Flain:Englialisimisasies
guidance, such as Keeping children safe in education. The ffit e oo sl g ol st ot s

Go to the source. A summary is a starting point only.
Always read the official document and follow your
school’s policy.

We add a summary only after chec! on and dates against the official page. More summaries (SEND, atiendance, behaviour,

Teachers: the other UK nat d the USH are

ES5OH PLAN MODELE TEMPLATES cuassRaOM TO0LS

Plain-English summaries of key UK guidance.

Tips
¢ Moving between the UK and US systems? Look up “grade”, “year group” and “SEN".

Try it
Look up two terms you hear in staff meetings but have never checked.

Check what you know

1. A word means something different in the UK and the US. What does the glossary do?
A Explains both
B Shows the UK meaning only
C Leaves it out
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2. A guidance summary is...
A A starting point only — read the official document
B The official document
C Legal advice

3. About how many terms does the glossary explain?
A Over 1,200
B About 50
C Exactly 10
()|38u0 0] punol abed 24l um1) VE-VC- VI Slamsuy
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The Help Centre and step-by-step help

Lesson 28 - Getting help and giving feedback - Watch the video and take the quiz online:
lessonplanner.info/training/28-help-centre/
Where to find it: Help (bottom of every page)

What you'll learn
e How to search or browse the Help Centre
» How Get step-by-step help works Help when

e What to do if you're still stuck 'oU hee EI it

\ The Help Centre \

Step by step
0 Open the Help Centre. Press Help at the bottom of any i i
page Classfern Help Centre

e Search or browse. Type in Search the help pages (for
example "backup”), or browse by topic.

Profer video? Waich

Search the help pages.

[TPIPRRVRIININ come 3 o cueck qunstions and we'l find e righ page.

Lesson plans GetaTIP

» How do | find the Teacher Informat
{TIB) for my. year grog

« How do [ lek off topies | have taughtin a
TP

‘ » How do | plan a tesson siraight from 2 TIP

The Help Centre: search, browse, or get step-by-step
help.

Get step-by-step help. Not sure what to search for?
Press Get step-by-step help. Answer a couple of quick
questions, and it takes you straight to the right answer.

Help x

Whatare you trying to do?
Plan, save or download a lesson plan.
Usa a Teacher Information Pack (TI9)

Fillin a printable template of planner

Tell us if it worked. Under Did this solve it?, press Yes,
solved - or No, still stuck.

Use a ctassroom tool on the board
Wirite objectives, success criteria or et tickels

Make a risk assessment or trip form

Still stuck?. Press Send us a report. The answers you
tried are already added.

Wiite report comments or 5¢hool reports

Classfern Fro: joining, logging in, Ask Fern, farum, jobs

Saving, privacy, printing of reporting a problem

Or type what you're irying to do

Find

Step-by-step help asks what you are trying to do.

Tips
e Every training lesson also has a full transcript on its page.

Try it
Use Get step-by-step help to find out how to back up your plans.

Check what you know

1. You don’t know what to search for. What do you press?
A Get step-by-step help
B Report a problem
C Dark mode
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2. The answer didn't solve it. What happens when you press No, still stuck?
A You can send a report, with the answers you tried already added
B Nothing
C The page reloads

3. Where is the Help Centre link?
A At the bottom of any page
B Only on the home page

C Inside Pro only
(@29yo 01 punoJ abed sy uinl) V€.V Z -V L :Slomsuy
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Report a problem and You said, we did

Lesson 29 - Getting help and giving feedback - Watch the video and take the quiz online:
lessonplanner.info/training/29-report-a-problem/

Whe

What you'll learn

re to find it: Report a problem (bottom of every page)

How to send a report from any page

Why your reference code matters

How to close a case or ask us to look again
Where to see what we've changed

Step by step

Ti

Open the form. Press Report a problem at the bottom of
any page.

Say what happened. Under What kind of report is it?,
choose one - such as Something doesn't work or An
idea to make it better — and tell us what happened. The
form may suggest a help page that answers it straight
away.

Email is optional. You don't need an account or an email
address. If you'd like an email reply, tick the box and add
your address.

Keep your reference code. Press Send. You get a
private reference code. Press Copy code and keep it -
it's how you see our replies.

Follow your report. Your report page shows the status
and any Reply from Classfern. When we've finished,

press Case closed - I'm happy, or Still not right? and
we'll take another look.

Find your reports again. This browser keeps your codes
under My reports.

ps
Every report is read.

Repor

Lasnan lan ormat

Standarg saon ian W51

Classfern Help Centre
e Gonn» v cata s s

How do | report a problem or suggest an
improvement?

Use Report a problem at the bottom of any page. Choose the kind of report, tell us what
o e to see our reply - ne account or email

needed.

Step by step.
Q) Fross Rogorta problem i e foote ofany page

@ croose what kind of report it is and describe what happencd. The form may suggest help
pages that match what you typed.

© ovaiic
@ Presssendana

remembers it under My reporis.

il reply, tick the box and dd your address; otherw tblank,

i looks i . This browser

(© se the code 1 52 our repy on your report page. Fixes we make i fsted on You a0, e
a0,

You said, we did

How to report a problem, step by step.

Classfern Help Centre

You said, we did

Al of our users take part in making the whole system betier. When teachers send a repon, we
fead t, and whon it 1eads to 3 change we list it here. We never Show WhO sant a repart.

Nothing here yet - the first changes from reports wil appear soon.
Faund semething to fix, o have an idea? Use Report.a problem at the boftom of any page.

Sl stuck? W,

: Regort a proble {1 min)

dd Beoaqmilen Prwcy Ceokiesand siomoe

You said, we did: what has changed because of

reports.

e The You said, we did page shows what we've changed because of your reports.
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Try it
On any lessonplanner.info page, press Report a problem at the bottom and look at the report types. You
don't need to send one.

Check what you know

1. Do you need an account or email address to report a problem?
A Yes, both
B No
C Only an email address

2. What is your private reference code for?
A Seeing our replies
B Logging in to Pro
C Nothing

3. Where can you see what has changed because of reports?
A The You said, we did page
B The glossary

C The Year Planner
(@o8yd 01 punol abed ayr uinl) VY €.V Z- g1 Slamsuy
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Classfern Pro: what you get

Lesson 30 - Classfern Pro and schools - Read it online: lessonplanner.info/training/30-classfern-pro/
Where to find it: lessonplanner.info/pro/join/

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

Chq.jm—n Lesonplan maker  CotaTIP Tomplates Models Chidscoomiosts UK < Shere B = Mens

What you'll learn =
+ What Classfern Pro adds to the free tools ot
* Which training lessons cover each Pro feature '
e How to join

Pro: what you get

writan guide 1

Classfern Pro is the members' area for teachers, and it is open now. The free tools always stay free — Pro adds
more.

Step by step

See what Pro adds. Pro adds the School Report Writer (lessons 20-23), the whole-year Year Planner
with saving and sharing (lesson 31), the teachers’ forum, job board and Exchange Finder (lesson 32),
Ask Fern, the Al helper (lesson 34), and no adverts on any page while you are logged in.

Check the founder offer. The first 500 teachers to join get Classfern Pro for £15, covering two years —
your second year is free. After that, the normal price is currently £30 a year.

Join. Press Join Classfern Pro on any Pro page, or go to lessonplanner.info/pro/join/.

Set up your account and pay. Follow the steps to set up your account and pay by card. Payments go
through Stripe; we never see your full card number.

Login. Log in, and the Pro menu appears at the top of every page.

Schools. Want Pro for your whole staff? See lesson 33: school licences.

Tips
e Report Writer pupil data stays in your own browser, on your own device. It is never sent to us.
e Read lesson 35, Pupil data: the golden rules, before you start.

Try it
Make a list of the three Pro features that would save you most time this year, then check the founder offer
on the join page.

Check what you know

1. Do the free tools stay free when you join Pro?
A Yes, they always stay free
B No
C Only for a year

2. Which of these is part of Classfern Pro?
A The School Report Writer
B The noise meter
C The glossary
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3. Where is Report Writer pupil data kept?
A In your own browser, on your own device
B On our server
C In the forum
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Year Planner with Pro: save, share and send homework

Lesson 31 - Classfern Pro and schools - Watch the video and take the quiz online:
lessonplanner.info/training/31-year-planner-pro/
Where to find it: Year Planner (logged in to Classfern Pro)

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn
» How to save a year plan to your account
» How to share it with a colleague or your whole school Year Planner
» How to send the plan’s homework to your class m
checklist
\: Classfern Pro:}
Step by step

See the whole year. With Classfern Pro, the Year Planner shows every lesson for the whole year.

Save to your account. Type a Plan name and press Save to my account. You'll see “Plan saved to your
Classfern Pro account.”

Find it on any device. Your plans are on the My year plans page: My plans, Shared with me and My
school's plans.

Share with a colleague. Press Share with a colleague, type their email, and choose view or Can edit.

Share with your school. Press Share with my school. Everyone on your school’s licence can view it (view
only).

Send homework to your tracker. Open Print and export and press Send homework to my class's
tracker. The homework goes straight to the homework checklist in the Report Writer.

Tips
¢ Plans never contain pupil data.
e Give plans clear names, such as “Y9 Science 2026-27".

Try it
Save a year plan to your account with a clear name and share it with one colleague, view only.

Check what you know

1. Where do you find saved year plans on any device?
A On your My year plans page
B In your email
C In the glossary

2. When you share with everyone on your school's licence, they can...
A View only
B Edit everything
C Delete it

3. Do year plans contain pupil data?
A Never
B Yes, names

C Only grades
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Forum, jobs and exchanges

Lesson 32 - Classfern Pro and schools - Watch the video and take the quiz online:
lessonplanner.info/training/32-forum-jobs-exchanges/
Where to find it: Classfern Pro menu - Forum, Jobs, Exchanges

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn
e How to use the members' forum safely

» How the job board works, and the one rule about Forum,iObS
and exchan

money
* How the Exchange Finder helps you find a partner
teacher or school

\\ Classfern ProjI

Step by step

Use the forum. Open Forum (members only). Pick a forum by phase or subject, then ask a question or
reply to one.

Follow the forum rules. Read the forum rules first, and never post anything that could identify a pupil.
Find a job. Open Jobs. Filter by type and phase, and apply on the school's own website.
Post a job. Schools can press Post a job and manage Your listings. Every listing is checked before it goes

live.

Find an exchange partner. Open Exchanges (the Exchange Finder) to find a partner teacher or school for
visits, job shadowing, virtual exchanges or class twinning. Press Post an exchange listing to add your
own.

Tips
e Schools never ask applicants for money. If a job does, don't pay, and tell us.
e In an exchange listing, give a city — never an address — and ask your head first.

Try it
Read the forum rules, then search the job board by your phase.

Check what you know

1. A job listing asks you to pay a fee. What should you do?
A Don't pay, and tell us
B Pay it
C Ignore it and apply

2. In an exchange listing, what location should you give?
A A city, never an address
B Your home address
C Your school’s postcode and room

3. What must you never post in the forum?
A Anything that could identify a pupil
B A question

C Areply
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School licences and the head teacher seat

Lesson 33 - Classfern Pro and schools - Read it online: lessonplanner.info/training/33-school-licences/
Where to find it: lessonplanner.info/classfern-pro/schools/

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

Chq.jm—n Lesonplan maker  CotaTIP Tomplates Models Chidscoomiosts UK < Shere B = Mens

What you'll learn

e What a school licence includes

e What a licence costs

e How to pay, and how to ask about a licence

Writer yoar Year Planner with saving ang
208 ExehaRgEs, Bnd e averts. The free 1anis abwiys stay free. The
Pro for £15 —ang your secand year s free.

This guide is for head teachers and school business managers. A school licence gives Classfern Pro to your
whole staff.
Step by step

See what a licence includes. Every teacher on the licence gets Classfern Pro. Every licence includes a
free head teacher seat, with the School dashboard (lesson 25).

Work out the price. For 5 to 24 teachers, a licence is £20 per teacher a year. For 25 or more teachers, it
is £15 per teacher a year. The head teacher seat is free on top.

Choose how to pay. Schools can pay by card, or ask to pay by invoice.

Ask about a licence. Open Classfern Pro for schools and press Email us about a school licence. Tell us
your school's name and roughly how many teachers would use it.

Give out seats. Once your licence is set up, the person who manages it invites staff to their seats by
school email.

Tips
e Report Writer data stays on each teacher’s device, so your school stays in control.
e Share lesson 35, Pupil data: the golden rules, with staff before they start.

Try it
Count the teachers who would use Pro and work out your yearly cost (for example, 30 teachers x £15 =
£450 a year).

Check what you know

1. What does every school licence include?
A A free head teacher seat with the School dashboard
B Free laptops
C A printed report for every pupil

2. A school has 30 teachers. How much is a licence per teacher a year?
A £15
B £20
C £30

3. Can a school pay by invoice?
A Yes
B No, card only
C Only in the US
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Ask Fern: the Al helper in Classfern Pro

Lesson 34 - Classfern Pro and schools - Read it online: lessonplanner.info/training/34-ask-fern/
Where to find it: Classfern Pro - Ask Fern

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn

* What to tell Ask Fern

e How to ask for changes
* The two rules for using any Al tool e e e

ar
exenaRgEs, 6ad A Mverts. THe (8 1aeis Siways Stay free. The
Pro for £15 — and your secand year s free.

Ask Fern is Classfern Pro’s Al helper for teachers. It helps with lesson ideas, explanations, quizzes and
differentiation.

Step by step

Open Ask Fern. Log in to Classfern Pro and open Ask Fern.

Say who and what. Tell Fern who you teach and what you need. For example: "Year 5, a 50-minute
lesson on equivalent fractions, with a starter and an exit ticket.”

Ask for changes. Ask for it shorter, simpler, with more challenge, or as a UK or US version.

Never type pupils’' personal details. No names, photos, dates of birth, SEN or medical details. Write
"Pupil A" instead.

Check everything. Al can make mistakes. Check every fact, answer and activity before you use it.

Tips
e These two rules — no pupil details, check everything — apply to every Al tool you use, not just Ask Fern.
e More on this in lesson 35, Pupil data: the golden rules.

Try it
Write the request you would give Ask Fern for your next lesson. Check it has no pupil details in it.

Check what you know

1. What should you write instead of a pupil’s name?
A Pupil A
B Their initials and date of birth
C Their surname

2. Can Al make mistakes?
A Yes - check everything before you use it
B No, never
C Only in maths

3. Which is a good request?
A Year 5, a 50-minute lesson on equivalent fractions, with a starter and an exit ticket
B Maths

C Help
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Pupil data: the golden rules

Lesson 35 - Privacy and safety for teachers - Watch the video and take the quiz online:
lessonplanner.info/training/35-pupil-data-rules/
Where to find it: School Report Writer = Using it safely

What you'll learn

e What to use in class lists instead of surnames
Which details never go in

e Where safeguarding concerns go

What to do on a shared computer

Pupil data:

\'\ Privacy and safety \

Step by step

First names, initials or numbers. In class lists, use first
names, initials or numbers. Never surnames. Many tools
have a Use numbers instead button.

nh—f-m Lossonplanmaker GetaTIP Templstes Models Ciassioomiools UK (GHBH) -Shwe = Menu

Random Narﬁe Picker

ident at ranclom, fairly. With "no repests® switched on, nobody s picked twice until
everyone has had a tun.

Sent arywtiere Use first names or numbers only.

Ready?

760116 50 to pick

[POPESI [ No repeats unlil everyone is picked | Startagsin  «b L3 Fulsersen

Piekadsofar

Class it

Example class © | Newlist  Rename  Deiete

Use first names or numbers in class lists.

nnhuj(m Lessonplanmaker  GetaTIP Templstes Models Classcomicols UK [GMPR) snre % = Menw

Never enter sensitive details. Never enter dates of
birth, addresses, medical or SEN details, or anything a;i;;'”;;;;;;inemnmmfe,y
about safeguarding.

The repart writer is buift 50-that pupil dats. stays With you. This page explains what is stored,
where, and the few habits that keep it safe.

Luarm how = Pugil data: watch

Ti

Safeguarding goes through your school. Safeguarding
concerns always go through your school's own
procedure, straight away. Classfern is not the place for
them.

Keep pupil details out of Al. Never type pupils' personal
details into an Al tool. Write “Pupil A" instead.

Shared computer? Delete when done. On a shared
computer, delete pupil data when you've finished - for
example with Delete all pupil data on this device in the
Report Writer.

ps

What we never see

Classes, pupils, marks, notes and reports are stored only in the browser you use, on your device, in a database called classfern
\ever shown 1o adverlisers (ther neve

only. The pages of the toolloa

‘What to enter, and what never to enter

- Dot a numbier or ced for bach pupl (safost, o frst names or inifals I your sehool allows i: marks, atlendance percontages,
targets, short notes about leaming.

+ Never: surmames, dates of birth, addresses, medical or SEN diagnoses, safeguarding concerns or dotalfsof behaviaur incidents
The forms remind you, and warn you If a nete leoks like t contains thesa

Daily notes are not for safeguarding

Using the School Report Writer safely: what to enter,

and what never to enter.

e Classfern keeps what you type on your own device, but these rules matter on every site you use.

Read the full guide on using the Report Writer safely.

Try it
Check one class list you use (on any site). Does it follow rule one?

Check what you know
1. What should you use in class lists?

A
B
C
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2. Where do safeguarding concerns go?
A Through your school's own procedure, straight away
B Into Classfern notes
C Into an Al tool

3. You've finished on a shared computer. What do you do?
A Delete pupil data
B Leave it for next time
C Share the screen
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Backups, moving computers and the end of the year

Lesson 36 - Privacy and safety for teachers - Watch the video and take the quiz online:
lessonplanner.info/training/36-backups-end-of-year/
Where to find it: School Report Writer - Backup and safety

Part of Classfern Pro — find out more at lessonplanner.info/pro/join/

What you'll learn
* How to download an encrypted backup

» How to restore it on another computer Backups and

e Why a marks spreadsheet needs care end Of rear

e What to do at the end of the year

D —
(_Classfern Pro )

Step by step
Open Backup and safety. Your Report Writer data lives only in your browser, so backups are up to you.
Open Backup and safety.

Download an encrypted backup. Under Encrypted backup, type a long passphrase twice and press
Download encrypted backup. Keep the file where your school allows, such as your school drive.

Move to another computer. On the new computer, choose Restore from a backup file and type the
passphrase.

Take care with spreadsheets. You can Download marks as CSV, but that file is not encrypted, so store it
carefully.

End of the year. Under End of the school year, take a final backup if your school wants one, then delete
your classes. On a shared computer, use Delete all pupil data on this device (you type DELETE to
confirm).

Back up lesson plans too. In the Lesson Plan Maker, open My plans and press Download backup (.json).

Tips
¢ Nobody, not even us, can open your backup without the passphrase — so don't lose it.
e Put a backup reminder in your diary for the end of each half term.

Try it
Download an encrypted backup of the sample class and restore it in a private window.

Check what you know

1. Who can open your encrypted backup without the passphrase?
A Nobody, not even us
B Classfern support
C Your head teacher

2. Is a marks spreadsheet download encrypted?
A No - store it carefully
B Yes
C Only on Fridays

3. On a shared computer at the end of the year, what do you use?
A Delete all pupil data on this device
B Print blank template
C Fill with example
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